Address Book
The Address Book can be used to view NDE and District contacts, as well as
change or add District contacts. In order to be able to be a District Contact, you
must have Update access for the Planning Tool and the appropriate
Application. (See the topic Create, Modify, Inactive, & Reactivate Users.)

Click the Login link from the left menu bar to login with your Login ID and
Password.

Click Address Book from the left menu bar.

/\/8 vaa/a

DEPARTMENT OF EDUCATION

W ePAGE Home Home 3 Grants 3

e Address Book

LEmERD Washoe County SD (16}

Edit User Info rluna_16/sdadmin
Doc Library

L View All School District Users

Logout

Ph""'"“ ez Click on the Program name to view the contacts.

Application Contact Type Contact
Blanning Tool School District Contact Lauren Ohlin
Consolidated Application School District Contact Rob Luna

NDE Application Contact Karen Stephens
Competitive Application School District Contact Rob Luna

NDE Application Contact Click Here to View
IDEA School District Contact Bill Langs

NDE Application Contact Click Here to View
Application Position Other Contacts

Add Other Contact

Five main options exist:

¢ View All School District Users;

e Application, Viewing & Changing District Contacts;
e Contact Type;

e Contact;

¢ Add Other Contact.

Each will be covered separately below.
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View All School District Users:

Click the blue link to View All School District Users.
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DEPARTMENT OF EDUCATION

+# ePAGE Home Home » Grants »

Bhtricts ool Address Book

e Washee County SD (18)

Edit User Info rluna_16/sdadmin
Doc Library

Contact NDE View All School District Users

Logout

Planning Tool
Funding Applications
Address Book

Click on the Program name to view the contacts.

Help Application Contact Type Contact

Planning Tool School District Contact Lauren Chlin
Consolidated Application School District Contact Rob Luna

MDE Application Contact Karen Stephens
Competitive Application School District Contact Rob Luna

NDE Application Contact Click Here to View
IDEA School District Contact Bill Langs

MDE Application Contact Click Here to View
Application Position Other Contacts

Add Other Contact

This would provide a list of all ePAGE users in the District.

+ ePAGE Home Home » Grants »
Dietricts o All School District Users
e Washoe County SD (16}
Edit User Info rluna_16¢sdadmin
Doc Library
TR e Below are the "active” users for District Number 16.
Logout . . L .
Planning Tool Click on Name to review demographic information about a user.
Funding Applications
Address Book Name User Name Position
Help jbarclay_16 School District Supt./Authorized Representative
vbolton_16 School District Other User
Pat Herring pherring_16 School District Other User
= Loy e 92 thodge_16 School District Other User
Kendall Inskip kinskip_16 School District Other User
Bill Lanas blangs_16 School District Other User
Rob Luna rluna_16 School District Fiscal Representative

Marilyn Markowvich mmarkovich_16 School District Other User

Click the blue link next to a Contact’s Name to see contact information and / or
send an e-mail to a contact.
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After Clicking a Contact’s Name, you will notice the pop up menu Contact
Information. Click the blue link for the Contact’s E-mail Address.

“ ePAGE Home Home » Grants »
Dietricte ! All School District Users
LS Washoe County S0 (16}
Edit User Info rluna_16/sdadmin
Doc Library
e REEE Below are the "active" users for District Number 16,
Logout . . L .
Planning Tool Click on Name to review demographic information about a user.
Funding Applications
Address Book el o bl
Help Jim Barclay jbarclay_16 School District Supt./Authorized Representative
Wicki Bolton vbolton_16 | @ O O Contact Information —— |
Bat Herring pherring_16 .r
TQM 3 :k:d I<' ih kg' —1': Name: Pat Herring
s} L . o
I_TLE - bgs P T Position: School District Other User
ngs_ School Name: Beasley, Bud Elementary School
Rob Luna rluna_16 Address 1: 2100 Canyon Parkway
Marilyn Markovich ~ mmarkovich]
Barb McL. bmel 14 Address 2:
ry | )
arbara : clau _mc a_ur';.r ‘ City: Sparks
ian Mor:;?-n Jln:lc;rrsfz_l State: NV
7;”_"”;&&_'” _ : n_16 1@ Zip: 89436
S dpettinarl_ Phone: (775)348-0277
i:c:dl d_un;m ) Jql..IIII-:-:I_llsﬁ Fax: (77
L-audia =ossl crassl E-mail Addre€E: pherring@washoe.ki2.nv.us U
Joan Taylor jtaylor_16 =
Jenny Yeager Jjyeager_16 Close Window :
)

|
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You will be taken to the ePAGE Email, where you can type a subject, message,
then send to this contact.

W ePAGE Home Home » Grants 3

Search School ePAGE Email
Admin Tools
Edit User Info To: Pat Herring
Doc Library

Contact NDE

Logout

Planning Tool
Funding Applications
Address Book

From: Rob Luna
rluna@washoe.kl2.nv.us
(775)348-0212

Help Add_iti_onal
Recipients:
{Use a comma and a space (', ') to separate multiple addresses)
Subject: Test Only

Message Content:
Hi,
This is a test of ePAGE Email.
Hawve a good day.

F r——
| Spell Check | | Reset @ Cancel |

Click Spell Check, Cancel or Reset (clears all that has been written up to that
point) as needed. When finished typing and editing the message, Click Send.

Your e-mail has been sent.
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Application; Viewing & Changqging District Contacts:

To view contact information within an application, Click the appropriate
Application. In the example below, the Consolidated Application is Clicked.

/\/evaa/a

DEPARTMENT OF EDUCATION

+ ePAGE Home Home * Grants 3

R Address Book
FETEED Washoe County SD (16}

Edit User Info rluna_16/sdadmin
Doc Library

EELIE View All School District Users

Logout

e A Click on the Program name to view the contacts.

Funding Applications

Address Book i i

Help P

School District Contact Lauren Ohlin

Planpic g
Consolidated Application “Yechool District Contact Rob Luna
MDE Application Contact Karen Stephens

Competitive Application School District Contact Rob Luna

MDE Application Contact Click Here to View
IDEA School District Contact Bill Langs

MDE Application Contact Click Here to View
Application Position Other Contacts

Add Other Contact

Click the Application column to view (or change if you have access rights) the
contacts for each Individual Grant that is part of any one Application. Inthe
example that follows, after clicking Consolidated Application in the Application
column, you are taken to a page which contains contact information for the
Individual Grants which make up the Consolidated Application, such as
Schoolwide Title I, Neglected Title I, Migrant, etc.
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For the district's ePAGE grants, Click the blue link under the column Contact
Type to change the main District Contact. You must have Update access for
the Planning Tool and the appropriate Application to be a District Contact.
(See the topic Create, Modify, Inactive, & Reactivate Users.) You cannot
change NDE Contacts, therefore, there are no blue links for NDE Program
Contacts in the Contact Type column regardless of your access rights.

/\/e VCZO,/CZ

DEPARTMENT OF EDUCATION

W ePAGE Home Homa » Gramts »
Sharih Schoaol Address Book
e Washoe County 5D (16}
Edit User Info rluna_16/sdadmin
Doc Library
Contact NDE
Legout C lidated Applicati Contact T Contact
Planning Teol
Funding Applications  Schoolwide, Title I School District Contact Barbara McLau
Address Book MNDE Program Contact Kathy St. Clair
Hel| .

= Targeted Assistance, Title I School District ContaA Jim Barclay

Kathy St. Clair

Barbara McLaury
Marci Calloway

Meglected, Title I chool District Contact

QE Program Contagl

Delinquent, Title I-D Schooel District Contact Lauren Ohlin
NDE Program Contact Marci Calloway
Migrant Education, Title I-C School District Contact Marilyn Markovich
MDE Program Contact Sharyn Peal
School Improvement, Title 1 School District Contact Rob Luna
NDE Program Contact Marci Calloway

Click the New Contact from the pull down menu, then Click Save.
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DEPARTMENT OF EDUCATION

W ePAGE Home Home » Grants »

Betries ool Neglected, Title I Contact Update

Admin Tools

Edit User Info

Doc Library

Contact NDE

Logout

Planning Toel
Funding Applications
Address Book

Help

Washoe County SD (16)

First, Change This | e eimn

Second, Click

Contact Us Privacy State of Nevada Hi

At this point, you have updated the Contact Type in this Application.
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To send an e-mail to an Individual Grant Contact (District or NDE):

Click the appropriate name in the Contact column.

+ ePAGE Home Home » Grants »
Dt ool Address Book
EERETE Washoe County SD (16)
Doc Library jyeager_16/sduser
Contact NDE
Logout
Planning Toel C lidated Applicati Contact Contact
Funding Applications Typs
Address Book Schoolwide, Title I School District Contact Barbara McLaury
Help NDE Program Contact Kathy St. Clair
Targeted Assistance, Title I School District Contact Jim Barclay
NDE Program Contact Kathy St. Clair
Neglected, Title I School District Contact Barbara McLaupgh
NDE Program Contact Marci Callowa
Delinguent, Title I-D School District Contact Lauren Ohlin
NDE Program Contact Marci Calloway
Migrant Education, Title I-C School District Contact Marilyn Markovich
MNDE Program Contact Sharyn Peal

After Clicking a Contact’s Name, you will notice the pop up menu Contact
Information.
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DEPARTMENT OF EDUCATION

+ ePAGE Home Home 3 Grants 3

%?:::?53‘ hool Address Book

Edit User Info
Doc Library i"FB"B ) Contact Information

Contact NDE

Logout

Planning Tool R
Funding Applications Position: NDE Consultant

Address Book Phone: (775)687-9161
Help Fax:
E-mail Addres{

jyeager_l6/sduser

Name: Marci Calloway

Barbara McLaury
Kathy St. Clair
Jim Barclay
Kathy St. Clair
Barbara McLaury
Marci Calloway

mecalloway@doe.nv.gov

Close Window

¢ Lauren Ohlin
NDE Program Contact Marci Calloway

Click the blue link for the Contact’s E-mail Address to be taken to ePAGE
Email, where you can type a subject, message, then send to this contact. See
the View All School District Users section for a sample e-mail page.
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Contact Type:

You may view the School District Contact for each Application section under
the Contact Type column.

You must have Update access for the Planning Tool and the appropriate
Application to change District Contacts. (See the topic Create, Modify,
Inactive, & Reactivate Users.)

Click a School District Contact you wish to view or change. In the example
below, the School District Contact for the IDEA Application is Clicked.

/\/Q V(ZCL/CZ

DEPARTMENT OF EDUCATION

W ePAGE Home Home * Grants =
EeElE e Address Book
e Washoe County 50 (16}
Edit User Info rluna_16/sdadmin
Doc Library
e View All School District Users
Logout
:':“"d"l:'":::;:c“h“ Click on the Program name to view the contacts.
:’:Tpm” Book Application Contact Type Contact
Planning Tool School District Contact Lauren Ohlin
Consolidated Application School District Contact Rob Luna
NDE Application Contact Karen Stephens
Competitive Application School District Contact Rob Luna
NDE Apglicatic Click Here to View
IDEA Bill Langs
Click Here to View
Application Position Other Contacts

Add Other Contact
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You are taken to the Application Contact Update page.
Click the new contact from the School District Contact pull down menu.

Click Save.

/\/6‘ VCZO,/CZ

DEPARTMENT OF EDUCATION

W ePAGE Home Home * Grants

Jim Barclay
g?:t:cich‘lsschﬂl Tracy Hodge Comtm—ititladas
Kendall Inskip H H
Admin Teols Washoe County D (16 Rob Luns First, Change This
Edit User Info Washoe County S0 (18] Lauren Ghiin / rluna_16/sdadmin
Doc Library T
Contact NDE R .
nta School District Cofacll ALY
Logout r——
Planning Tool -
Funding Applications
Address Book .
Help Second, Click

Contact Us Privacy State of Nevada Home Page

At this point, the District Contact Type has been successfully changed.
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Contact District or NDE Main Point of Contact:

For each Application, you may view and / or e-mail the District Contact and /
or NDE Contact by Clicking the blue link under the column Contact. In some

cases, depending on NDE set up, you may need to first Click another blue link
Click Here to View.

+# ePAGE Home

Search School
Districts

Admin Tools

Edit User Info

Doc Library

Contact NDE

Logout

Planning Tool
Funding Applications
Address Book

Help

Home » Grants »
Address Book

Washoe County SO (163
rluna_16/sdadmin

Wiew All School District Users

Click District or NDE as Needed

Click on the Program name to view the contacts.

Planning Tool School District Contact

Consolidated Application School District Contact
NDE Application Contact

School District Contact
MNDE Application Contact

Rob Luna
Karen Stephens

Competitive Application

Click Here to View

IDEA School District Contact Eill Langs
NDE Application Contact Click Here to View
Application Position Other Contacts

Add Other Contact
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The Contact Information pop up menu will appear with the contact’s name,
position, phone, fax and e-mail.

/\/evaa/a

DEPARTMENT OF EDUCATION

IE_O"O Contact Information =
W ePAGE Home Home » Grants »
Search School Name: Karen Stephens
Districts Position: NDE Director
e Washoe County S0 (16) e
Edit User Info
Doc Library E
e View All School District Users
Logout
oot Click on the Program name to view
Funding Applications
Address Book
e Application [ p
Planning Tool School DistHCE CoRtaEE T e o
Consolidated Application School District Contact Rob Luna
MNDE Application Contact Karen Stephens
Competitive Application School District Contact Rob Luna
MNDE Application Contact Click Here to View
IDEA School District Contact Bill Langs
MNDE Application Contact Click Here to View
Application Position Other Contacts

Add Other Contact

You will notice a blue link to the contact’s e-mail. Clicking the blue link for the
Contact’s E-mail Address will take you to ePAGE Email, where you can type a
subject, message, then send to this contact. See the View All School District
Users section for a sample e-mail page.
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Add Other Contact:

You may use the blue link towards the bottom of the Address Book to Add
Other Contact. This would enable you to display additional persons that can be
contacted by users seeking assistance. In this section, a person does not need
to be an ePAGE users (perhaps you want to list a senior manager who
understands grant programs, but does not use the ePAGE system). There are
no links to send e-mails within the ePAGE system with this function ... only a list
of contact information such as address, phone, fax & e-mail.

Click the blue link to Add Other Contact.

+ ePAGE Home Home » Grants
Sharch School Address Book
L Washoe County 5D (16)
Edit User Info rluna_16/sdadmin
Doc Library
TR View All School District Users
Logout
Planning Tool " .
Click on the Program name to view the contacts.
Funding Applications
Address Book
Help Application Contact Type Contact
Planning Tool School District Contact Lauren Ohlin
Consolidated Application School District Contact Rob Luna
MNDE Application Contact Karen Stephens
Competitive Application School District Contact Rob Luna
MDE Application Contact Click Here to View
IDEA School District Contact Bill Langs

MNDE Application Contact Click Here to View

Add Other Contact
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You will be taken to the Add Other Contact page, where you will fill in the fields
as applicable. As stated above, the Contact does not necessarily need to be an
ePAGE user. A sample is below. When done, Click Save.

+ ePAGE Home

Search School
Districts

Admin Tools

Edit User Info

Doc Library

Contact NDE

Logout

Planning Tool
Funding Applications
Address Book

Help

Home > Grants =

Washoe County S0 (16)

Add Other Contact

rluna_l16/sdadmin

First Name:
Last Name:
Application:
Position:
Schoeol Name:
Address Line 1:
Address Line 2:
City:

State:

Phone:

Fax:

E-mail:

John

First, Fill in as Applicable

P
<

Doe

[ Consolidated Application

[

[ School District Parent Coordinator | :]

Adams Elementary

123 Adams Street

Big City

[ Nevada )

(775} 123 - 4567

(775 )} 765 - |4321

John@bigcity.k12.nv.us

@ Cancel |

Zip: 89123 -

Second, Click
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Your new Other Contact now has a blue link to contact this person.

W ePAGE Home

Search School
Districts

Admin Tools
Edit User Info
Doc Library
Contact NDE
Logout
Planning Tool

Funding Applications

Address Book
Help

Home * Grants =

Address Book

Washoe County 50 (16}
rluna_l6/sdadmin

View All School District Users

Click on the Program name to view the contacts.

Application Contact Type Contact
Planning Teol School District Contact Lauren Ohlin
Consolidated Application School District Contact Rob Luna

MNDE Application Contact Karen Stephens
Competitive Application School District Contact Rob Luna

NDE Application Contact Click Here to View
IDEA School District Contact Bill Langs

NDE Application Contact Click Here to View

Consolidated Application School District Parent Coordinator

Add Other Contact

At any time you may modify this contact by Clicking the blue link for the Other
Contact. You will be taken to the Other Contact Update page. See the
example that follows.

Section Q: Address Book, Page 14 of 15



Notice Delete is an option.
Modify as needed, then Click Save;

OR: Click Delete.

W ePAGE Home Home * Grants »

Bhtricte ool Other Contact Update

e Washoe County 50 (16}

Edit User Info rluna_16/sdadmin

Doc Library

Contact NDE

Logout

Planning Tool First Name: John

Funding Applications

Address Baok Last Name: Doe

Help Application: | Consolidated Application | :]
Position: [ School District Parent Coordinator | & !
School Name: Adams Elementary
Address Line 1: 123 Adams Street

Address Line 2:

City: Big City

State: Nevada B Zip: (89123 -
Phone: ( E } E = 4567

Fax: ( (775} [765] - [a321

E-mail: John@bigcity.k12.nv.us

Cancel
‘

When done with all Address Book functions, Logout as normal at the left menu
bar.
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